YE - A-8 — ACCRUE EXPENDITURES (NO ACTIVE POs)

Source Document:

Module:

Roles:

Goods and Services Invoices
Interagency Services Invoices
Payroll/Travel Invoices

General Ledger (GL)

GL Journal Processor
GL Journal Approver



YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

Purpose: At year-end, the A-8 entry accrues actual and estimated
expenditures as Accounts Payable or various Due To accounts for goods and
services received as of June 30, but not vouchered for payment by June 30.
The A-8 entry should be entered in the GL module in period 998 and reversed
in Period 1 of the new fiscal year.

Collect all invoices with no active POs that need to be accrued at year-end,
and identify the invoice type, such as goods and services, payroll, travel, and
interagency services. This ensures that the correct Chartfields will be used
when posting the journal entries.



YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

The A-8 entry will debit an expenditure account, and credit a current liability
account. The journal entries will look like this based on the invoice type:

Payroll
Debit 51xxxxx Personal Services
Credit 2000100 Accrued Accounts Payable

Travel
Debit 5320xxx Travel
Credit 2000100 Accrued Accounts Payable

Interagency Services (with State Departments)
Debit 53xxxxx Operating Expense and Equipment *
Credit 2010000 Due to Other Funds *
Credit 2011000 Due to Other Appropriations within Same Fund *

* Include Affiliate and Fund Affiliate ChartFields on journal line. This information is required
to complete the year-end Subsidiaries on File and Due To/Due From reports.
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YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

Goods and Services
Debit 53xxxxx Operating Expense and Equipment

Credit 2000100 Accrued Accounts Payable (Corporations, Exempt
Corps, Individual/Sole Proprietor, Partnerships, Estate
of Trust, or Employee)

Credit 2020000 Due to Federal Government (Federal Agency)

Credit 2021000 Due to Local Government (Local Government Agencies,
including Cities and Counties)

Credit 2024000 Due to Other Governmental Entities (Other
Governmental Agencies, including school districts,
Community Colleges, UC/Regents, and other State
Govts.)

To ensure that the appropriate current liability account is used for the A-8
entry on goods and services invoices, the supplier classification should be
identified from the Suppliers module in FISCal.
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YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

To look up the Supplier classification for goods and services invoices, the steps are:

1 — Navigate to Suppliers > Supplier Information > Add/Update > Review Suppliers

2 — Enter the supplier ID in the Supplier ID field

3 — Click Search, and the supplier information should populate

4 — Click the Additional Supplier Info tab to view supplier classification. With this information,
goods and services invoices can be grouped by supplier type to reduce the amount of accrual

entries.
1 Main Menu - » Suppliers = »* Supplier Information = > AddMJpdate » * Review Suppliers

Review Suppliers
Search Criteria 2

*SeiD [STAT “ ier I
SetlD [STATE -y Supplier IC§ 0000000220 i Short Name
[Equal to ~] Name [Equal to v Q
|Equa| to v| Withholding Mame Classification | V|
Supplier Statu5| V| Type | V|
Persistence | V|
[Equal to ~| Address City
Customer Number Country Q
1} TypelTE}‘. denfification Number{TIN) v| Siate Q
VAT Reqistration ID Postal
Withholding Tax ID Bank Account #
Max Rows 300 3 2T Add Supplier
Search Resigh Personalize | Find | View all | L2 | LT;‘ First ‘4’ 1-30f3 &' Last
Main Informagon Additional Supplier Info Audit Information =»
Status Classification Persistence AR Number Withholding Wihd Mame VAT Supplier Open For Ordering Sanctions Status
Approved Corporation Regular ol Walid
Approved Corporation Regular ol Walid
Approved Corporation Regular a Walid
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YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

Once the invoices have been separated by type and supplier classification for
goods and services invoices, the GL Processor can proceed with entering the
journal entries in the GL Module.

To enter the A-8 journal entry, the steps for the GL Processor are:

1 — Navigate to General Ledger > Journals > Journal Entry > Create/Update Journal Entries
2 — Enter your Business Unit

3 — The date should be 6/30/20XX

4 — Click Add
Favorites - Main Menu = » General Ledger-» »* Journale« * Joumnal Entry » *  CreatefUJpdate Journal Entries
Cal

Create/Update Journal Entries

Find an Existing “alue Add a New Value
Businsss Lr'i'.'\ 2
Journal IDNEXT

Journal Datg 06302000 | [ 3

Add i}
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YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

The GL Processor will create the journal header. The steps are:
1 — Enter a Long Description for the A-8 entry

2 — Change the adjusting entry to Adjusting Entry

3 — Enter the source: ACC

4 — Change the period to 998

Favorites = | Main Menu + » General Ledger-= > Journals~ > Joumal Entry » » CreatefUpdate Journal Entries

Header Lines Totals Errors Approval

Business Unit 8860 Department of Finance Journal ID NEXT Journal Date 06/30/20XX
Journal Description/Legal Authority |FY 2020 A2 Accounts Payable Accrual 1 \Ed
and Reason for Request
219 characters remaining
*Ledger Group |MODACCRL | Adjusting Entr}rl Adjusting Entry I 2 v|
Ledger Q Fiscal Year 20XX
SCO Type of Transaction Q Period L 4
*sourcefACC___ |a 3 ADB Date[ o¢/30/20xx |
Reference Number/SCO TC L] Auto Generate Lines
Journal Class Q, [] save Journal Incomplete Status
ps TClGL Q [] Autobalance on 0 Amount Line
SJE Type| v Lera

Currency Defaults: USD / CRRNT 7 1
Attachments (0)

Reversal: Do Mot Generate Reversal  Commitment Control
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YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

The GL Processor will enter the journal lines. The steps are:
1 —Click on the Lines tab.

2 — Enter Debit line: Approp Ref, Fund, ENY, Account, Program, Rptg Structure, Amount (if applicable, enter
Affiliate, and Fund Affiliate)

3 —Click on +toinsert a line

4 — Enter additional DR lines as necessary

5 —Insert a line and enter the Credit line to record the current liability account. Remember to use the
appropriate liability account for your invoice type and supplier.

Main Menu > General Ledger~ > Journals- > Joumal Entry » » Create/Update Journal Entries

teadeﬂ_ Lines Totals Errors Approval
Unit 22860 Joumnal ID NEXT Date 06/30/203
Template List Search Cntena Change Yalues View Audit Logs
Inter/intralnit *Process | Edit Journal v Process Line 3
Lines Personalize | Find | 2 E
Select Line =nit *Ledger QEFFDP Fund ENY Account Alt Acct Program Rptg Structure Amount Budget Date
2 1 8860 |Q MODACCRL 001 |G 0001 |G 20X |Qy 5150700 |G D0OCOODNGH, (6770010 |G (83604000 |G 290000 |D&F30/20XX
4 2 3860 |Q MODACCRL 001 |G 0001 |G 20XX |G 5340330 |G |000000ICH Cy 85604000 | 470.000 (D6/30/203K
5 3 5860 |G MODACCRL 001 |G DOD1 |G [20MX|Q [2000100 |Gy (DODOODHCY 1 | 88604000 | -3,370.00) |D6/30/20X
3
3
Lines to add I 53|
Totals Personalize | Find | View All | 24 | E First ‘4’ 1of1 ‘b Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
8860 3 3,370.00 3,370.00 N N

* For Interagency Services, the debit and credit lines should include Affiliate, and Fund Affiliate ChartFields. This information is
required to complete the year-end Subsidiaries on File and Due To/Due From reports.
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YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

The GL Processor will run the Edit Journal process. The steps are:
1 — Select Edit Journal
2 — Click Process

3 — Check that the Journal Status and Budget Status show “V” for Valid once the Edit process is
complete.

4 — The system will assign a Journal ID. Write down the Journal ID on your invoice for reference.

Main Menu -

> General Ledger~ > Journals - > Joumnal Entry » > CreatefUpdate Journal Entries

Header Lines Totals Errors Approval
Unit 8360 Joumnal I} oooosooess | 4 Date 06/30/20XX
Template List Search Criteria Change Values View Audit Logs
Inter/IntraUnit *Procesq Edit Journal | 1 v l Process | 2 Line| 2
Lines Personalize | Find E
Select Line *Unit *Ledger gepiprop Fund ENY Account Alt Acct Program Rptg Structure Amount Budget Date
8860 |Q MODACCRL 001 |G 0001 |G 20X [5150700 |Gy [DOOOODICR 6770010 |G 88604000 |G 2,900.00 06730/20XX
2 8860 |Q MODACCRL 001 |G 0001 |G 20XK|Q (5340330 |G (DODOODICY Q168604000 |G 470000 06730720004
3 8860 |Q MODACCRL 001 |G |0001 |@ [20XX|Q 2000100 |Cy |DOODOCHCH, Q, Q) 3,370.000 06/30/200K
3
Lines to add 1 =]
Totals Personalize | Find | View All | £ | Ll First ‘4 10of1 & Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
a860 3 3,370.00 3,370.00 W W 3
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YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

The GL Processor will submit the Journal for approval. The steps are:

1 — Select Submit Journal

2 — Click Process. The journal will workflow to the GL journal approver, and your journal will show
as Pending. Once approved and the journal has gone through the batch process (adhoc or
overnight), the Journal Status will show as “P” for Posted.

Main Menu - » General Ledger- > Journals = > Joumnal Entry » > CreatefUpdate Journal Entries

Header Lines Totals Errors Approval
Unit 2560 Joumal ID 0000500655 Date 06/30/203X
Template List Search Criteria Change Values View Audit Logs
Interfintralnit *Process | Edit Journal ¥ I Process I 2 Line 3
Budget Check Journa
Lines Copy Journal Personalize | Find | 0| &
Delete Journal
Select Line *Unit *Ledger ‘a Edit / Pre-Check Alt Acct Program Rptg Structure  Amount Budget Date
Edit Chartfield
8360 |@ MODACCRL [0 EC"TtJUUf"a'I R, [boooooiq, (6770010  |@ (38604000 |G 2,900.00 |D6/30/20XX
ost Journa
2 BE60 Q MODACCRL 0f Print Journal [ |D000004Cy | 6770010 |3 (58604000 & 47000 D&F30/20004
Fafresh Journal
2 8860 |q mopAccRL] (B ). 1000000(Q, | 6770010 | @ 88604000 |G, 3,370.00 |D6/30/20XX
3
Lines to add 1 =]
Totals Personalize | Find | View All | B2 | = First ‘&' 1of1 ‘& Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
8860 3 3,370.00 3,370.00 W W
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YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

Reversing Entries in the New Year

After the A-8 entry is approved and posted in Period 998, the GL Journal Processor
will copy the journal to create the manual reversal entries in Period 1.

Accrual journal entries must be manually reversed in Period 1 of the new fiscal year.

Note:
= DO NOT use the “automated reversal” option. This method will create budget
check errors in the new year.

=  Year-End accrual entries in Period 998 and the reversal entries Period 1 should net
to zero.



YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

To create the reversal entry in Period 1 of the next fiscal year, the steps are:

1 — Navigate to General Ledger > Journals > Journal Entry > Create/Update Journal Entries, and
click on the Find an Existing Value tab

2 — Input the journal ID to retrieve the A-8 entry

3 — Click Search. The A-8 entry should appear.

4 — Click on the Journal ID

Main Menu - » (General Ledger- > Journals - > Joumnal Entry « > CreatefUpdate Journal Entries

Find an Existing Value Add a Mew Valua

Search Criteria

Business Unit| = » 4850 3
0 ale v '.,'r'
Document Sequence Mumber| begins with
Line Business Unit| = (v}
Journal Header Status| = v v
Budget Checking Header Status| = v -
SOt e w "Fi
essage Code| bedgins v Q
Entenad By | Dag ¥ l‘_';\
Attachment Exist = L ¥

Case Sensitive

Search Claar Basic Search & Save Search Criteria

Search Results

iy A
Docurment Lime Jotarmal Budget Journal  Journal | Journal Het
Business Jourmal UnPost - Ledger Message Curmency
Jaurnal 1D Saquence Business Header Checking Sounte Todal Total Statistical Journal Descriplicn
Unit Ciate Saquence Group Code Code
Humbser Linit Status Header Status Lines Dehits Units
Ei'ﬂ 59 DEE020D (blank BBED Pasted Valid MODACCHRL ACC  (plank) USD 3 3370 ] FY2000¢ AS Accounts
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YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

The GL Processor should copy the A-8 entry:
1 - Go to the Lines tab

2 — In the Process field, select Copy Journal
3 — Click Process

Main Menu - » General Ledger- > Journals - > Joumal Entry » > CreatefUpdate Journal Entries
Ijeadlr Lines Totals Errors Approval
Unit 2280 Joumnal ID Q000500855 Date 06/3002053
Template List Search Criteria Change Values Wiew Audit Logs
Interfintralnit *Process i Edit Journal T | Process I 3 Line 3
Lines 2 Personalize | Find | @| @
Select Line *|Init *Ledger ‘E Edit / Pre-Check Alt Acct Program Rptg Structure Amount Budget Date
Edit Chartfield
1 8860 |@ MODACCRL [0 Ed"tJJC'UF”a'I n, [0o0DODI@, 6770010 @ (88604000 @ 2,900.00 [D6/30/20XX
ost Journa
2 3360 Q. MODACCRL 0| Print Journal i [DOODOMM | 6770010 & (58604000 |Gy 47000 [DE320HK
Refresh Journal
3 8860 |G MODACCRL Submit Journal %, |000D0DIG, | 6770010 (@ 88604000 |G -3,370.00 [parmorzoxx
4 >
Lines to add 1 =]
Totals Personalize | Find | View All | 2 | b First ‘& 1of1 & Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
aa60 3 3,370.00 3,370.00 P A
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YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

Edit the Journal Entry copy:
1 — Change the date to 07/01/20XX for Period 1 of the new fiscal year.

2 — Check the Reverse Signs box
3 —Click OK

Main Menu -

» (General Ledger -

¥

Journals » > Joumnal Entry + > CreatefUpdate Journal Entries

Journal Entry Copy

Reversal Date

Business Unit 2550

Joumal ID NEXT

Joumal Dat 1

ADE Date

Currency Effective Date

* Do Mot Generate Reversal

Beginning of Next Period
End of Next Period

Next Day

Adjustment Period

On Date Specified By User

OK

Adjustment Period

Reversal Date

Cancel Refresh

il

Copy From ID 0000500655

Ledger
New Ledger

Document Type

ADB Reversal Date
Same As Journal Reversal
On Date Specified By User
ADB Reversal Date

Copy From Date 06/30/20XX

2 everse Signs

Recalculate Budget Date

Save Jounal Incomplete Status

April 2019

Prepared by Department of Finance, Fiscal Systems and Consulting Unit

14



YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

The GL Processor should updated the Header page:

1 — Change the Long Description to reference the A-8 entry

2 — Change the adjusting entry to Non-Adjusting Entry

3 — The fiscal year should be the new fiscal year

4 — Source should remain ACC. Transactions entered as ACC in 998 are reversed as ACC. If not,
this may cause reconciliation issues and require extra posting.

5 — Period should be 1

Favaorites - Main Menu - » General Ledger~ > Journals~ > Joumnal Entry » > Create/Update Journal Entries

Header Lines Totals Ermors Approval

Business Unit 8860 Department of Finance Journal ID NEXT Journal Date  07/01/20XX
Journal Description/Legal AUthority] - gayerse JRNL 0000500655 (FY20XX A8 Accounts Payable Accrual) 1 i
and Reason for Reguest

219 characters remaining

*Ledger Group [MODACCRL | Q) Adjusting Entry | Non-Adjusting Entry | 27v]

Ledger Q Fiscal Yea 20XX 3

SCO Type of Transaction Q Period Qg

ssourcefacc_____Ja 4 ADB Date|_07/01/200 |
Reference Number/SCO TC [ Auto Generate Lines
Journal Class Q [ save Joumnal Incomplete Status
] Autobalance on 0 Amount Line
PS TC [GL Q

SJE Type - Lcra
Currency Defaults: USD / CRRNT /1
Attachments (0)

Reversal: Do Mot Generate Reversal Commitment Conirol
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YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

The GL Processor should run the Edit process:

1 — Go to the Lines tab. Notice that the lines are opposite signs of the A-8 entry. The ENY and
Budget Date should not be changed, and should match the A-8 entry.

2 — Select Edit Journal, and click Process.

3 — Verify that Journal Status and Budget Status shows “V” for Valid once the Edit process is

complete.
Main Menu - » General Ledger- > Journals = > Joumnal Entry » > CreatefUpdate Journal Entries

tea]:ar Totals Errors Approval
Unit 3880 Joumnal ID 0000500856 Date 07/01/20: Errors Only
Template List Search Criteria Change Values View Audit Logs
Interfintralnit *Process |Edit Journal |12 M I Process I 2 Line| 3
Lines Personalize | Find E
Select Line *nit *Ledger ‘EETFFDP Fund ENY Account Alt Acct Program Rptg Structure Amount Budget Date
3860 |Q MODACCRL 001 |Gy 0001 |G [20XX|Q 5150700 |Q (DOODONG, ©770010 |Gy 88604000 |Gy -2,900.00 DE/30/2000K
2 8860 |3 MODACCRL D01 |GQ (0001 |G (20XX|Q |5340330 |G (000DDDNCY, | 6770010 O (38604000 |G -470.000 06730520
3 8860 | MODACCRL 001 |G |0ODT |G [20XX|Q [2000100 |G (DOODDDNG | 6770010 & 88604000 |Ci 3,370,000 |D&/30/203¢
3
Lines to add 1 =]
Totals Personalize | Find | View Al | (2] [ First ‘4 1of1 ‘®' Last
Unit Total Lines Total Debits Total Credits Joumnal Status Budget Status
8860 3 -3,370.00 -3,370.00 W W 3

April 2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit 16



YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

The GL Processor will submit the Journal for approval. The steps are:
1 — Select Submit Journal

2 — Click Process. The journal will workflow to the GL journal approver, and your journal will show

as Pending. Once approved and the journal has gone through the batch process (adhoc or
overnight), the Journal Status will show as “P” for Posted.

Main Menu - » General Ledger- > Journals = > Joumnal Entry » > CreatefUpdate Journal Entries

Header Lines Totals Errors Approval
Unit 2860 Joumnal ID 0000500656 Date 07/01/20: Errors Only
Template List Search Criteria Change Values Wiew Audit Logs
Inter/Intralinit “Process { Edit Journal v I Process I Z Line| 3
Budget Check Journa
Lines Caopy Journal Personalize | Find | 0| &
Delete Journal
Select Line *Unit *Ledger ‘a Edit / Pre-Check Alt Acct Program Rptg Structure  Amount Budget Date
Edit Chartfield
8860 |Q MODACCRL D Ef“'-tJﬂuma'l o [0o0oo0iG, 6770010 |Gy (88604000 |Q 2,500.00 |D6/30/20XX
ost Journa
2 8860 Q, MODACCRL 0| Print Journal [ 000000y, 6770010 |C (88604000 |3y 47000 DE30/20XX
Refresh Journal
3 3360 |Q MODACCRL] | [ [, [0oDDODIG, 6770010 |G 88604000 |G 3,370.00 |0&/30520:K
»
Lines to add 1 =]
Totals Persanalize | Find | View All | (2 | 5] First ‘4 10of1 ‘B Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
Ba60 3 -3,370.00 -3,370.00 v A
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YE - A-8 — Accrue Expenditures (no active POs) (cont’d)

Tips:

* Voucher and submit actual expenditures to SCO by cutoff dates if possible.
This reduces the amount of A-8 entries for year-end.

* For goods and services invoices, group and post journal entries by supplier
classification (e.g. Corporations, Federal Government...etc.).

* Invoices paid by direct transfer must be accrued in period 998 if SCO does
not post journal entries by June 30.

* Record accrual entries in Period 998, source of ACC, and entry of Adjusting
Entry.

* Record reversal entries in Period 1 of the new fiscal year, source of ACC,
and entry of Non-Adjusting Entry.



